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Course:
Session:
Instructor:
Phone Numbers:
Office Hours:
Credit Hours
Catalog Description:
Prerequisite:
Textbook:
Course Overview:
GOVERNORS STATE UNIVERSITY
College of Business and Public Administration
MGMT 360 Business Communication
Fall-Block I, 1999
Constance Cook
(708)534-4946 Office (773)254-7769 Home
e-mail <c-cook@govst.edu>
1:00 - 2:00 p.m. T-R; 6:30 - 7:15 p.m. T-TR; F 5:00 - 6:00 p.m.
3 undergraduate credit hours
Presents a comprehensive treatment of basic principles of verbal and
nonverbal business communications, including business letters,
memoranda, reports, oral communication, and technical report
writing.
Engl 381
Locker, Kitty O.
Business and Administrative Communication. Fourth Edition, New York:
McGraw-Hill, Inc., 1997.
This course is designed to help you become more effective in
exchanging ideas and information through speaking, writing, and
listening. Since the majority of students in the course are busi
ness majors, the materials and assignments are designed for
business and administrative environments.
This is a course in business communication, not creative writing.
Consequently, language will be more conventional and the
forms and formats more standardized. The conventions of written
English - spelling, punctuation, grammar, syntax, and organiza
tion - are even more important in the business environment than in
creative writing, and those conventions will be emphasized. The
course will focus on the various forms of business communication:
letters, memoranda, reports, formal speeches, and informal pre
sentations.
You will have writing assignments each class session and will make
at least one oral presentation to the class. There will be unannounced
quizzes from time to time to encourage you to keep current with the
assignments. You will prepare a personal resume' and cover letter
to a potential employer, research a major company, and write a research
paper. There is no mid-term or final examination. In-class assignments
are weighted more heavily than others. The quality of all your communi
cation assignments, but especially the in-class writing, will determine
your final grade.
Expected Student Outcomes:
Students who complete this course should be able to:
JpN
Attendance:
Evaluation:
3.
4.
5.
6.
8.
9.
Recognize and apply the qualities of unity, tone, organization, coher
ence, and emphasis in oral and written communication.
Use appropriate, correct language and punctuation in writing, proof
reading, and editing business communication.
Recognize and use acceptable style and formats for business letters,
memos, and reports.
Analyze and interpret various communication barriers.
Listen effectively.
Apply appropriate business communication skills to organizational
communication problems.
Prepare and present informational and analytical business reports
using oral, visual, and written media.
Formulate effective communications for typical business situations.
Prepare and present oral reports.
You are expected to attend class regularly. Part of your grade is based
on class participation, and there will be no make-ups for the
quizzes and in-class assignments.
Written assignments (homework and in-class) 75%
Major written report 15%
Oral report(s) 5%
Unannounced quizzes 5%
Class participation will be used to determine final
grades in borderline situations.
All work will have a numerical grade. In-class assignments are weighted more heavily than
others. Work completed outside of class is compulsory but carries no weight toward the
final grade with the exception of the major research paper.
Assignment Folder: You must retain all graded assignments in a folder arranged in order with
the most recent on top. This includes re-writes. This folder must
be turned in the next-to-the-last class period. I will return the fol
ders at the final class meeting.
Reading Assignments:
Grades:
Conditions:
Readings are assigned on a class meeting basis and you are respons
ible in-class for that assignment.
90 - 100 = A
80 - 89 = B
70 - 79 = C
60 - 69 = D
59 and below = F
No assignments will be accepted late without prior permission.
A plagiarized paper will result in a failing grade for the course.
Class participation includes attendance, assigned term presentations,
participation in class discussions, and all papers assigned.
SYLLABUS STATEMENT FOR PERSONS WITH DISABILITIES;
It is the intention of the institution to support full participation of all students, regardless of physical
ability level. Therefore, if any student needs consideration of his/her physical abilities in order to
complete the course, please notify the instructor as soon as possible.
ASSIGNMENTS:
8-31 Introduction: Chapter 1: Business Communication, Management, and Success
9-2 Chapter 2: Building Goodwill
9-7 Building Goodwill Memo in-class
9-9 Chapter 3: Adapting Your Message to Your Audience
9-14 Chapter 3: In-class Exercise
9-16 Chapter 4: Making Your Writing Easy to Read
9-21 Chapter 4: In-class Exercise
9-23 Chapter 18: Writing Resumes
9-28 Chapter 5: Effective Strategies for Planning, Composing, and Revising; First Set of
Resumes Due
9-30 Chapter 5: In-class Exercise; Resume Revisions Due
10-5 Chapter 6: Designing Documents, Slides, and Screens; Second Set of Resumes Due
10-7 Chapter 16: Using Graphs and Other Visuals; Resume Revisions Due
10-12 Chapter 7: Informative and Positive Messages
10 -14 Chapter 12: Chapter 7: In-class Exercise
10-19 Chapter 14: Planning, Proposing, and Researching Reports
10-21 Chapter 8: Negative Messages
10-26 Chapter 8: In-class Exercise
10-28 Chapter 15: Analyzing Data and Writing Reports
11-2 Chapter 9: Writing Persuasive Messages
11-4 Chapter 9: In-class Exercise
11- 9 Chapter 10: Handling Difficult Persuasive Situations
11-11 Chapter 10: In-class Exercise
11-16 Chapter 19: Job Application Letters
11-18 Chapter 19: In-class Exercise
11 - 23 Chapter 11: Sales and Fund-Raising Letters; In-class Exercise
11-25 Holiday
11 - 30 Chapter 20: Job Interviews, Follow-up Letters and Calls, and Job Offers
In-class Exercise
12 - 2 Chapter 12: International Communication
12 - 7 Chapter 12: In-class Exercise; TERM PAPERS DUE - NO LATE PAPERS WILL
BE ACCEPTED! PORTFOLIOS DUE - NO LATE PORTFOLIOS WILL
BE ACCEPTED!
12-9 COMPULSORY CLASS!
